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MEMORANDUM FOR: Workforce Management Office Staff

NOV 0 9 2018
FROM: Kimberlyn Bauhs "{I&ﬁ@@ﬂé}’—-‘
Director, Workforce Management Office
SUBJECT: Delegation of Authorities and Responsibilities

The purpose of this memorandum is to re-delegate authority within the Workforce Management
Office (WFMO) to make personnel management decisions, administer personnel programs and
activities. and effect personnel actions with respect to client servicing matters as a result of the
transition to Enterprise Services. This delegation focuses on matters that require authorization,
clearance, or substantive review by the WFMO. This delegation does not pertain to managerial
delegation of authorities associated with the administrative management of WFMO programs
and resources (such as budget and staffing, facilities and equipment, or program management).

In accordance with DAO 202-250, Delegation of Authority for Human Resources Management,
(effective date April 30, 2009), this memorandum ensures consistency and proper application of
signatory delegations within the WFMO.

Effective on the issuance date of this memorandum, the authority to sign personnel management
decisions, programs and activities, and personnel actions with respect to approvals is delegated
to WEMO staff as outlined in the attached Exhibit 1. This represents the lowest levels of
authorization within the WEMO. Delegations may not be made to organizational or position
levels below those indicated. Organizational or position levels above those indicated have equal
delegated authority. For example, authorities given to Human Resource Assistants are also held
by their supervisors located at higher levels in the organization. All signature authorizations are
subject to higher level review upon request. Delegations are identified for categories of staft,
(e.g., Human Resources Assistant, Human Resources Business Advisors, Benefits Assistant,
etc.). Where listed human resources programs are identified for categories, program manager
coordination may be required in order to obtain requested authorization at any level.

A. Responsibilities Reserved for the WFMO Division Directors — Evaluate federal
human resources initiatives, legislation, programs and policies, and Departmental
policies and authorities to determine the potential effect on client service
operations and to make delegation recommendations to the Director, WEMO.

B. Responsibilities Reserved for the WFMO Human Capital Policy Division —
Document WFMO delegations in a retrievable format and/or develop and or
support the development of delegations and standard operating procedures that
clarify various authorities and responsibilities as appropriate.




C. Responsibilities Reserved for the WFMO Division Directors and Subordinate
Supervisors — Document in writing any restrictions to or deviations from these
delegations. WFMO Division Directors and subordinate supervisors may
withdraw or increase individual delegations based on the knowledge, experience,
and competence of individual staff members.

D. Responsibilities Reserved for the WFMO Staff — In the exercise of day-to-day
functions, carry out HR operations that:

a. Ensure compliance with referenced documents and other WFMO and/or
Department guidance when using delegated authorities;

b. Seek advisory services from the Human Capital Policy Division staff as
necessary for cases that are complex controversial, or precedentusemng
and :

¢. Ensure completed staff work when submitting cases for higher level
approval.

E. Responsibilities Reserved for the Approving Officials — Request advisory
opinions from the Human Capital Policy Division when necessary.

The attached chart is a living document. New and existing human resources policies and
programs designating signatory delegations within the WFMO and that have WFMO-wide or
client services-wide application should be submitted to the Human Capital Policy Division for
inclusion in future revisions.

Please contact the Director, WFMO Human Capital Policy Division, with any questions
regarding this delegation of authority.

Attachments:
e Delegation of Authority Form
o Exhibit 1, Delegation of Authorities & Respons1b111t1es for Client Services Chart



DELEGATION OF AUTHORITY FROM
THE UNDER SECRETARY OF COMMERCE FOR OCEANS AND ATMOSPHERE
DELEGATIONS OF AUTHORITY

TYPE OF ACTION: Add

AUTHORITY DELEGATED TO:

TYPE OF AUTHORITY:

AUTHORITY TO DO WHAT:

RESERVED AUTHORITY:

EFFECT ON OTHER DELEGATIONS:

CLEARANCE BY:

APPROVING OFFICIAL:

Change X Abolish

Workforce Management Office
Administrative

Make personnel management decisions,
administer personnel programs and activities,
and effect personnel actions with respect to
client servicing matters. This delegation aligns
authorities and responsibilities at the lowest
levels of authorization to ensure consistency
and proper application of signatory delegations
within the WFMO.

No further delegation unless approved by the
director, Workforce Management.

Revises Delegations of Authorities and
Responsibilities, TM #97 dated April 13, 2018,
and its associated Exhibit.

WS ,/wa i

NW%}neral Cbunsel Date

BBt l—  if [ali8

Director, Workforce Management Date
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Enlerprise Services

Pathways Programs Codfdinétor

Chief Classifier

Payroll Technician
Payroll Supetvisor

Reasonable Accommodati.on. Coordinato

HR Assistant

\Workforce Relations Division Director

HR BAs
|Benefits Branch Chief

Benefits Assistant

|Benefits Specialist
WFMO Deputy Director
WFMO Director

HR BPs
ICSD Director

|ERILR Specialist
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